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. Noi1 dung

C
= (3101 thiéu PowerPoint

= C4c thao tac co ban doi vai ban trinh chiéu
= Su dung theme va bd cuc ban trinh chiéu

s Gidi thiéu veé slide master

= Thém cac d6i twong vao ban trinh chiéu

= Tao lién két trong ban trinh chiéu

= Tao hi¢u tng

s B4o mat ban trinh chiéu & Iwu file
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. Gio6i thiéu phan mém PowerPoint

L
= PowerPoint 1a chuwong trinh tao, chinh stra va

thao tac voi cac slide, str dung trong thuyét trinh

= Co thé nhap vin ban véi dinh dang phong pht

s CO thé thém cac bang biéu, biéu do, so dd td
chirc, hinh vé

s CO thé chén thém tranh énh,? dd hoa, am thanh,
video va cac hi€u irng chuyén trang

= CoO the tao cac cau ho1 trac nghiém don gian



3

Khoi dong PowerPoint 2013

= C1: Start / All Programs / Microsoft Office /
Microsoft Office PowerPoint 2013

= C2: Nhay dup vao biéu tugng Microsoft Office
PowerPoint 2013 trén man hinh \ &

= C3: Nhay dup vao tén tap tin *.ppt (hoac *.pptx)

» Cac phién ban PowerPoint khac cling thao tac
trong tu nhu vay



3 Tao ban trinh chiéu

C
= Tao mot ban trinh chi€u trong

= Nhap chudt vao thé File / New / Blank presentation
= Nhan Ctrl+N
= M0 ban trinh chiéu da c6

= Nhap File / Open (Ctrl+O) / Chon dudng dan dén noi
chtra tap tin can mo / Chon tén t€p tin / Open




. Lam vi€c voi cac ban trinh chiéu

C
= Truoc khi tao ban trinh chiéu:

= Lén ké hoach cho ban trinh chiéu ¢ dang nhap trudc
khi tao né trén may tinh

= S dung van ban 96 ,dong nhat (hNan ché s dong trong
mot slide, han ché so chit trén mo1 dong)

= Sir dung mau sic va hiéu tmg mot cach hop 1y

= Sir dung tinh twong phan dé nhan manh noi dung

= Giao dién cua ban trinh chiéu va cach thuyét trinh co
thé xac dinh sy thanh cong cua bai thuyét trinh



" Lam vi€c voi cac ban trinh chiéu

=

= Soan van ban trong slide:
= C1: Nhap van ban trong the Outline
= C2: Nhap van ban vao khung Slide

= Cl: Nhap van ban trong the Outline

N Sfr dung thé Outline dé Chén Slides Outline
A A - 0 1 Life Through the Eyes of a Camel
phan nd1 dung van ban

Traveling wia Camel Train

A s A ) 2 Planning .the TDI.;I’
= Dong dau tién ngay sauthe  noeioo
lé tléu dé Cﬁa Sllde * How do they compare to other adventures?

= What's different than a regular sight-seeing tour?



. Lam vi€c voi cac ban trinh chiéu

= Su dung ENTER dé tao tiéu dé cho 1 slide khac

= Trong phan ndi dung slide, nhan ENTER dé thém
mdi dong c6 cung cap do voi dong trén

s Dé di chuyén vao trong mot cép do hoac tao ra
cép do con, nhan TAB hodac SHIFT+TAB dé di
chuyén tdi cap do trudc

= Trong phﬁn no1 dung, dé tao mot slide méi, nhan
CTRL+ENTER



- Lam viéc voi cac ban trinh chiéu

= Nhip van ban vao khung Slide

= Sir dung khung Slide dé nhap truc tiép vin ban, chén
hoac chinh stra cac muc trén cac slide

Click to add title

» Click to add text




" Lam vi€c voi cac ban trinh chiéu

m
s Luu ban trinh chiéu

= Phan mo rong .ppt (hoic pptx) duoc gan cho cac tap
tin trinh chiéu
= D¢ luu mot ban trinh chiéu méi hoic Ivu nhitng thay
doi trén ban trinh chiéu dang ton tai:
= Nhap chudt vao thé File/ Save
= Nhap chuot vao nit =
= Nhan CTRL+S
= Dé luu mot tép tin dang ton tai vai tén moi, nhép
chuot vao the File / Save As / nhap t€n madi
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- Lam vi€c voi cac ban trinh chiéu

L
= Dong ban trinh chiéu

o Nﬂaép chudt vao the File / Close, hoac
= Nhan Ctrl+W hay Ctrl+F4, hoac

= Nhan nat B trén ctra sO ing dung

11
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Lam vi€c voi cac ban trinh chiéu

= Hién thi thong tin trén ban trinh chiéu
= Dé thay d6i cach hién thi ban trinh chiéu, trén thé
View, trong nhom Presentation Views c6 nhi€u tuy

ChQn khéc nhau Eli==R=IREE

Normal Ch(ra ba khung: Outline, Slide and Notes

Slide Sorter |SU dung cach hién thi nay dé sap xép lai th( tu cac slide
.+, |Hién thi slide ddy man hinh véi thanh tiéu dé trai ngang &

Azl Wit phia trén va thanh trang thai trai ngang ¢ phia duGi

Slide Show |Chay trinh chi€u

12




3 Quan ly cac Slide

=
s Co nhiéu cach thém cac slide mo1

=] iy A

= Trén th¢ Home, nhom Slides, chon s s 2o smss

s Cheén slide md1 vt bo cuc xac dinh:

thé Home / Slides

Two Content Comparison Title Only

U Nhép chuot vao miii tén Xuéng cua New
Slide, sau d6 chon bo cuc phu hop

. Thé Slide, kiCh Chllé:)t Véo Vi tri Slide =] Duplicate Selected Slides

=] slides from Qutline...

muon chen ro1 g0 ENTER
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. Quan ly cac Slide

L
= Thay do1 bd cuc cua slide

s Trén the Home, trong nhom Slides, nhép chudt vao
Layout; hoac
= Nhap chuot phai vao slic}e trong khl}ng Slide va sau
do chon Layout, chon bo cuc can doi
= X0a cac slide
= Chon slide can x6a, nhan DELETE; hodc

= Nhap chuot phai vao slide va chon Delete Slide
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. Quan ly cac Slide

=
= Sap xép lai cac slide
= Trong cach pién th1 Slide Sorter, nhép chudt vao slide
va kéo no dén vi1 tri mo1; hoac
= [rong the Outline, nhép c}m@t vao biéu tuong slide dé
chon ca slide va kéo n6 dén vi1 tri mo1; hoac
= Trong thé Slides, nhap chudt vao slide va kéo né dén
V1 tri moi
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- Quan ly cac Slide

= Thay d61 Theme B
= Dé ap dung mot thiét = ol Bl 1

ké trén thé Design, j|r_: a |7 |
nhom Themes, chon i j e ]
theme da dugc thiét EMELE -

14 ~
N L
e S a l I :Tﬁ Save Current Theme

= Trd chudt vao mot theme, dé xem trude vé ban trinh
chiéu. Co thé tuy chinh theme st dung cac tuy chon
Colors, Fonts, hoac Effects

16



- Quan ly cac Slide

= Thay do61 mau nén

= Trén the Design, trong nhom Background, chon
Background Styles; hoac

= Nhap chudt phai vao vung dién tich trong trén slide
va chon Format Background. ==

[Fu I

P [ |

Fill
Picture Corrections @ Solid fil
- colors v s |
. 1<% Background Styles ~|
2 o SR - Ll — - -

Picture Color (@ Gradient fil

- () Picture or texture fill
Artistic Effects _
) Pattern fill
‘ [] Hide background graphics
Fill Calor
Color:

|
i )
\'_‘)_9] Format Background...
|

| rommn ]




. Tao slide chu (Slide Master)

L
= Slide chu (slide master): 1a cong cu dung dé dinh

dang chung cho toan bo bai thuyét trinh nhu:
dinh dang font chir, size chir, mau cht, ...

= Silde Master giup cho chung ta dinh dang hay
hi¢u chinh toan bo slide trong PowerPoint nhanh
va hi¢u qua

= Trén thé View, trong nhdm Master Views, kich
chuét vao Slide Master

5lide Handout MNotes
Master Master Master

Master Views 18




. Tao slide chu

Slide Master Anh hudng dén toan bo slide trong ban

J trinh chiéu

| Handout Master |Thay doi cach cac td rai sé xuat hién khi
5lide Handout Motes ]
Master Master Master N

Master Views Notes Master Thay ddi giao dién ciia cac ghi chi trong
cac trang ghi chu

= Slide thir nhat trong Slide Master quy ,dinh bo cuc
chung cho mo1 slide cua ban trinh chiéu

= Hiu chinh céc kiéu bo cuc (tur slide thir 2 tro di)
s¢ anh huong dén tat ca cac slide dung bo cuc do

s Két thuc chinh stra: chon Close Master View
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L

Tao slide chu

= Chen chan trang (Footers)

= Trén the Insert, kich chon Header & Footer

= Chan trang hién thi 1ap lai trén mo1 slide ¢ phia duoi

= Apply: ap dung cai1 dat do cho slide hién tai

p
Header and Footer

@&1

Slide | Notes and Handouts

Date and time

Hién thi ngay gid c6 dinh hodc tu

dong cap nhat ngay hién tai
Apply 2 e .
anc Slide number | Chen so trang slide.
Footer Thiét Iap chan trang trén moi slide.

Don’t show on

title slide

Khong hién thj chan trang trén slide
tiéu de.

20




- Quan 1y cac doi twong trong slide

=
= Chen bang
o Nhép chudt vao biéu tuong Insert
Table / nhap s6 dong va so cot; hoac
= Trén the Insert, trong nhom Tables
chon Table va sau do kéo trong 0

ludn tong 5O lwong dong va cot can
thiét dé tao bang mai

i

Insert Table l ? ﬁ,l

Mumber of columns: |5

Mumber of rows: 2

[ Ok, ][ Cancel ]

Y
-
Y
Ll
-

— 1
— | EE -
— | b [a+
Tal::lle Picture Clip Screenshot
Art

OO000
EREEE
Ooo00
OOOOBOO000
Oooooooooo
OO0ooOooon
0000000000
Oooooooooo

T InsertTable...
j Draw Table
_E| Excel Spreadsheet

5x3 Table

21



3 Quan 1y cac doi twong trong slide

=

= Dinh dang bang

s SUr dung cac the trén ribbon Table Tools dé thuc hién
cac lua chon thich hgp nhu: chon ki€u trinh bay bang,
thém/xo0a dong cot, tang/giam kich thudc dong/cot,

can € cac 0 trong bang, gop/tach 0 trong bang,...

|

Review View
| &3 shading - % A
&~ | 1pt

Presentationl - Microsoft PowerPoint

BlH9-0Is
ﬁ Home Insert Design Transitions Animations Slide Show
¥ Header Row First Column e R g Qrpr— e
Total Row Last Column ————— | ————— | m————  —————  ————— ————— ————— = .Borders v
s===e | Eeaes | E55=5 | SE5== | e2=2eE || Eaa==| E==== B Quick 2 Draw Eraser
| Banded Rows Banded Columns T | i Effects = Styles = M 5= Pen Color = Table
Table Style Options Table Styles WordArt Styles = Draw Borders
|E|' = - = Presentationl - Microsoft PowerPoint | E=1! —
ﬁ Home Insert Design Transitions Animations Slide Show Review View Design Layout &
3 3 = A 4| Height: |0.81° : | Y =07
E 3 ‘:jl %l QE % 'E' 5[] Height: 0.41" % |HfDistributeRows || = = 2 | = = =
— 1l o4 Width: |97 : =] = —rL‘T [ g
Select | View Delete | Insert Insert Insert Insert erge  Split o3 Width: 18" : B bictribute Columns | | [ =] =] = Text Cell i Bring Send Selection Align Group Rotate
~  |Gridlines - Above Below Left Right Cells Cells . L g/ Direction = Margi Lock Aspect Ratio Forward = Backward~  Pane -
Rows & Columns Merge Cell Size Alignment Table Size Arrange

Table



" Quan 1y cac doi twong trong slide

= 9 \
= Chen biéu do

= [rén the Insert, nhdm Illustrations, chon Chart; hoac

= Nhap chudt vao biéu twong Insert Chart trong bo cuc
Title and Content

= Khi kich hoat tinh ning biéu d6 va chon loai biéu do6
thi mot ctra sO hién thi dtr liéu s€ hién ra

To resize chart data range, drag lower right corner of range.

A B C D E F G
1 Series1l  Series2  Series 3
2 Categoryl 4.3 2.4 2
3 Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 Category 4 4.5 2.8 5
0 —
7
8
9
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Quan 1y cac doi twong trong slide

o
= Thé Design, Layout va Format trong ribbon

Chart Tools gitp xu 1y cac thao tac vé biéu do

EH =0 Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Chart Tools ‘ | =
Haome Insert Design Transitions Animations Slide Show Review View Design Layout Format

W T ER k(==
i e I]ﬂ i
Change Save As Switch Select  Edit Refresh -I-ﬂ-Lh-IJ _Du_ﬂﬂ_ ,,,,,, I II

Chart Type Template Row/Column Data Data Data

Type Drata Chart Layouts Chart Styles
[E} =9~ 0ls Introducing Camel Tours - Student.pptx - Microsoft PowerPoint ’ Chart Tools | ol Elf
Home Insert Design Transitions Animations Slide Show Review View Design \ Layout 1 Format
Chart Area | | R A= == ; : i ‘ Chart Wall 7 -
- , hal) [ [A i) '] oz in| (03] jae| [md] [l 2C A | la®] )
VY Format Selection > | Chart Floor
=3 Picture Shapes Text Chart Axis Legend Data Data Axes Gridlines Plot e Trendline Lines Up/Down Error
&'] Reset to Match Style - Box  Titlew Titles~ ~  Labels~ Table~ v - Area~ |/ 3-D Rotation - Bars - Bars~
Current Selection Insert Labels Axes Background Analysis
|E| = R Gl Introducing Camel Tours - Student.pptx - Microsoft PowerPoint Chart Tools | = | =1 |-
Home Insert Design Transitions Animations Slide Show Review View Design Layout |_lF0rmat - ]
Chart Area - & Shape Fill ~ é ~ Ly Bring Forward ~  |= Align ~ 57 [aos- .
% Format Selection [ Abc [Abc] [AUCJ Abc Abc - L_r) Shape Outline = A A A - g ~ [ send Backward ~ E Group
— __l - Y
&5 Reset to Match Style ~ | i Shape Effects - v - E{} Selection Pane 7, Rotate a9 hd
Current Selection Shape Styles [ WordArt Styles [F] Arrange Size [F]

24



3 Quan 1y cac doi twong trong slide

£
= Cira so hién thi dir liéu:
= giong nhu mot bang trong d6 c6 chira cac dong va cac
cOt chtra cac dir liéu mau
= Mot 0 1a g1ao cua mot dong von m(f)t,c@t va duoc chi
ra bo1 chir cai cua ¢t va sau do 1a so thir tu cua dong

1 2 3 1 Chon tatca
l l 2 Pia chicot
A B C D N o

1 Series1 Series2  Series 3 3 Tieu de cua truc
2 Categoryl 4.3 2.4 2 4 Piachidong
3 Cat 2 2.5 4.4 2 ~ .

==Y 5 The loai
4 Category 3 3.5 1.8 3 )
5 CatE%clqrd 4.5 2.8 5 6 GiatritréntrucyY
1 | 7 Diém thay ddi kich thudc
4 5 6 7

25



" Quan 1y cac doi twong trong slide

Select All Button

Lua chon tat ca cac 6 trong clra s6 dir liéu

Column Address

Biéu dién cot chira gia tri hodc nhan

Céac tiéu dé cot ctia chudi dif liéu xuét hién trong viing

Axis Headings giai thich cac chuoi dir liéu (Legend)
Row Address Biéu dién dong chira cac gid tri hodc nhan
_ Liét ké tén clia cadc muc dudc dat trong biéu do.
Categories Nhirng tiéu dé nay xuat hién trén truc X
Y Axis Values Liét ké cac gia tri trong truc Y
N M& rong bang dir liéu dé chra thém cac dong va cac
Sizing Handle

cot néu can
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» Quan 1y cac doi twong trong slide

=
= Thay do1 ki€u bi€u do: kich hoat Chart Type

= Bén dudi Chart Tools, trén the Design, trong nhom
Type, nhap chudt vao Change Chart Type; hoac

= Nhap chudt phal vao biéu do va sau d6 chon Change
Chart Type |== =

27




- Quan 1y cac doi twong trong slide

s Cheéen hinh anh

= Trén thé Insert, trong nhém Images, nhap chudt vao
Picture; hoac

= Kich chon Insert Picture trong slide c¢6 bo cuc 1a Title
and Content

28



- Quan ly cac doi twong trong slide
L
s Thao tac vd1 hinh anh

= Thé Picture Tools Format xuat hién cac cong cu dé
glup thao tac V01 Ccac phan trong burc anh do

Presentationl - Microsoft PowerPoint = B 3
Home Insert Design Transitions Animations Slide Sho Review a @
& Corrections ~ 13 Compress Pictures | — — L7 Picture Border [y Bring Forward ~ |_, Align B 5[5
— +.. £
- & Color 3 Change Pictur il | el ‘ d d d - ) Picture Effects + [ Send Backward ~ Crf"p i —
Background | |48 Artistic Effects g Reset Pictur = | 5 picture Layout - B, Selection Pane ) Rotate .. mi|228
Adjus Picture Styles " Arrange Size

m C(’) thé ting hodc giam kich thudc cia énh
= Co thé di chuyén anh dén vi tri khac
= Co thé xoay hinh anh 1 goc tly y
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» Quan 1y cac doi twong trong slide

L
= Tao khung vién cho anh

s Chon the Format

= Trong nhom Picture Styles/ chon mau khung vién
phu hop

30



- Quan 1y cac doi twong trong slide

L
= Chén cac do1 tuong hinh vé

= Trong the¢ Insert, kich chon 1énh Shapes
trong nhom lllustrations

= Xuat hién ctra s0 Recently used Shapes

= Kich chon d6i tuong can vé, dua chuot
vao slide, kéo / nha chudt dé duoc doi
tuong can chén

Wh=N" IR

Shapes|SmartArt Chart Hype

Recently Used Shapes
BN~ NO0OALT LS 0
CORTANE RS

Lines
SNSNTLL NG g
Rectangles

[ | ) e e e e e

Basic Shapes
BEOANITOLSGOOO®
@GCOo0Or Ly oo
OO@AHOY XL D™
a0 143

Block Arrows

Dt REFLPR IS
€ dvAnDD »BEIM
Goa

Equation Shapes

F=R==g

Flowchart
Oo<cJO0ldeCay
OB X ¢ AVED
Qoo

Stars and Banners

RSP RCDOOBHHHE
B 2 (I [T IR

Callouts

DR OO.0ad0 A8 Adi Al r
[ A0 AQ [l_I:I

Action Buttons
(=[] [ (o [ () (] (=] (O] [] (2] ]

[
1
i
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- Quan ly cac doi twong trong slide
I
= Dinh dang cac do1 tugng

= Lua chon the Drawmg Tools/ Format

EBld®- o Introducing Camel Tours - Student.pptx - Microsoft PowerPaint |_| = | = W
ﬁ Home Insert Design Transi itions Animations Slide Show Review View

\ \‘ [l] (=) [ 1< Edit Shape ~ 52 Shape Fill = éTex‘t Fill = [k Bring Forward ~ |2 Align ~ :‘"J =

f u +o *
AL Lol (5 | [E Text Box . ﬁ + | B shape Outlin A A - ﬂTexmutlinev [ Send Backward ~ IfH] Group
CIRAS S 45 | Shape Effects = | i\ Text Effects B, selection Pane %k Rotate ~ | ¢ [1°
Crly o€
Insert Shape Shape Styles WordArt Styles Arrange Size

m Co thé to mau doi tu'()'ng, thay doi chleu cao/do rong,
t6 mau vién, tao bong cho doi tuong,. ..
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" Quan 1y cac doi twong trong slide

z 4 , Lo L1 | [ ) s&shape
= Sap xép cac doi tuong 0| % ..
: e AL £ M s - < snape

= Kich chon cac do1 tuong can sap x€p order Objects

";JJ Bring to Front

= Trén thé Home, nhom Drawing kich M| Sotte bag
Arrange. Xuat hién ctra sO nhu hinh bén & srinoforvers

« Nhém Order Objects ding dé thiét 1ap thir sewoses
tu trén/dudt cua cac do1 tuong dugc chon i,

*a

= Nhom Group Objects dung dé gop nhom | ..o ones
cac do1 tuong = Align ,

"k FRotate 3

= Nhom Position Objects dung d€ can 1€ =~ % seectioneone.

cac doi twong, quay cac doi tuong 1 goc tuy y
33



» Quan 1y cac doi twong trong slide

L
s Chen cac do1 tuong da phuong tién

= Chen Audio
= Chen Video

34



" Quan 1y cac doi twong trong slide

m
s Chen am thanh cho 1 slide

= Chon slide can chén 4m thanh / Insert / Media /Audio
/ Audio from file / chon duong dan chura tép Am thanh
/ chon tén tép / Insert

= Chon Automatic: tu ddng phat nhac

= Chon When click: chi phat khi bAm chuét vao biéu
tuong loa

35



3 Quan 1y cac doi twong trong slide

L
s Cheén am thanh xuyén su6t nhi€u slide

= Sau khi chén am thanh, chon menu Animations / chon
nut Animation Pane dé xuat hién ctra s6 hiéu tng

= Nhay chudt phai vao t€n am thanh / chon Effect
Option / trong muc Stop playing chon After / nhap s6

luong slide can c6 am thanh xuyén sudt, tinh tir slide
bat dau cheén am thanh / OK

36



. Quan 1y cac doi twong trong slide

s Chen video cho 1 slide

s C
C

hon slide can chén video / Insert / Media / Video /
hon dudng dan dén noi chira file video can chén /

Cl

hon tén file video / OK

37
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Tao ghi chu trong slide

= Tao cac ghi chu (Note)

= Ghi chu gitp ching ta to chtrc > suy nghi cuia minh vé
cac thong tin trinh bay trén moi shde hoac dung de

“nhac bai” khi thuyét trinh |

= Thé View, kich chon Notes

= Nhap nd1 dung ghi chu Vao
vung nay

Introduction

38



. Tao lién két trang (Hyperlink)

o

= Hyperlink: dung dé diéu hudng dén cac trang
khac (hoac cac do1 tuong khac) mot cach nhanh
chong.

s Co thé lién két t6i slide khac trong bai thuyét
trinh hién tai

s Co thé lién két t6i file (van ban, multi media,...)
khac trong may tinh,...

39



. Tao lién két trang (Hyperlink)

- ’
= Tao lién két:
o B’I: Panh dau doan vin ban (hoac doi tuong) can lién
két to1 vi1 tri khac
= B2: Trén the Insert / chon Hyperlink

= B3: Kich chon Bookmark (tuy phién ban co
Bookmark hoac khong co)

= Chon Place in this document néu muén lién két dén slide
khac trong bai thuyét trinh hién tai. Chon tiéu dé slide ma ta
can lién két t¢i/OK.

= Chon Existing file néu muén lién két t6i file khac. Chon

dudng dan dén file can lién ket/OK 0



" Tao hiéu tmg chuyén trang

C
= [rén the Transitions, trong nhom Transition to

This Shde, chon mot phong cach dich chuyén.

E Haome Insert Design Transi itions | Animations Slide Show Review WView [ G
1 7 b, Sound: | [Mo Sound] = | Advance Slide
L] 4 = 'E E] £ = ) Durat : i
- - &) Duration: 00,50 - ¥| On Maouse Click
R £LE Lk LT S Reveal  |5| iions- | 130 Apply To Al After: 00:00.00
Preview Transition to This Slide Timing

= Chon More dé hi€én thi tat ca bd suu tap, va tro chudt
vao dé xem trudc

= Co thé thém am thanh hodc thay doi toc do trong
nhom Timing
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" Tao hiéu Wng cho cic doi twong

o
= Trén th¢ Animations, trong
Entrance ? ;( " :pl.:

nhom Animation, chon % ,.,
' e }i’ 3

More d¢ hienthib swutap * x *. ... & X

BBBBBB

Animation, hoac
m Trén thé¢ Animations, trong 7| “~
nhom Advanced Animation, * x & % & &
nhép chudt vao Add

#%  More Emphasis Eff

#Z  More Exit Effects

Animation | e



- Tao hiéu Wng cho cic doi twong

m ,
s CO 4 nhom hi€u trng: el
= More Entrance: Hiu ing T
xuat hién _
= More Emphasis: Hiéu tng
nh é n manh p. ccccc : Pulse Tt Sp Grow/shink

" More EXit: Hiéu l’:['ng bién mét Compl;e*men... Lineézizmr FiII(:I:or Brusiolor Fonilolor
O More MOtion Path: Hiéu ‘l:l'ng E::d;iine Bold Flash  Bold Reveal w;E

. /‘7\ L\ k _'-_ ik ~
j] ) *‘- 2 4
1 C u en Disappear Fade Fly Qut  Float Out Split '
Sk More Entrance Effects..,

#%  More Emphasis Effects...

#E  More Exit Effects

<% More Motion Paths...
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. Tao hiéu Wng cho cic doi twong

ol
x CO thé thiét 1ap cac thuoc tinh sau cho hi¢u tng:
= Xuat hién khi nao (Start):
= Kich chudt (On click)
« Cung vo1 hiéu tng trude (with previous)
= Sau hi€u ung trudc (after previous)
= Xuat hién trong khoang thoi gian bao 1au (Duration)
= Xuat hién tré bao 1au so vdi hiéu g trudc (Delay)

B Start: On Click *  Reorder Animation
& Duration: Auto . & Move Earlier
B Delay: 0000

Timing

44
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Tao hiéu Wng cho cic doi twong

=
= Tuy chinh hi¢u tng:

s Trén th¢ Animations, trong nhom
Advanced Animation, chon
Animation Pane

= Kich vao dau miii tén xuong ¢ hiéu
tng can thay doi

= Co thé thay doi cach thirc xuat hién
cua hi¢u rng, cac hi€u ung di kem,
thot gian xuat hién, do tré, hoic huy
bo hi€u rng (remove)

Animation Pane * X

1 % ContentPlace... [ |
CEe: D&

Seconds »| 4 [0] *
E] Re-Order |4

| H 1 4% Content Place. .. LH}

“3 Start On Click
Start With Previous
D Start After Previous
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. Tao hiéu Wng cho cic doi twong

L

= Cac hiéu Ung cia cac doi tuong trong mot slide
duogc danh so theo tht ty xuat hién hiéu tng

= CO thé sap xép lai thtr tu cta cac thanh phan bang
cach str dung cac mili tén 1én / xudng dé thay doi
thr tu xuat hién cac hiéu tng

= Mdi hiéu ing co thé nhan thém céc tiy chon vé
hudng di chuyén bang 1énh Effect Options

= Mot d6i tuong c6 thé nhan dong thoi nhiéu hiéu
tng bang cach kich chon Add Animation
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., Trinh chiéu

L
= Trén the Slide Show, trong nhom Start Slide

Show, chon:
= Trinh chiéu tir slide hién tai (From Current Slide)
= Trinh chiéu tu slide dau tién (From Beginning)

0 hOéC

= Nhan chon = (Slide Show) tir cac nut hién thi
trén thanh trang thai; hoac

= Nhan F5
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. Tao ban phat tay

o
= Tao ban phat tay (to roi - handouts)

= Cac ban phat tay 1a ban 1n cua bai
thuyé€t trinh, thuong dugce dung

,,,,,,,,,

dé phat cho nguoi nghe o
= Can xac dinh bao nhiéu slide duoc

in trén mo1 trang, to1 da 1€n dén
chin slide trén mo1 trang

s Trong the File/chon Print. Str dung :2
tuy chon Print Layout, trong muc

Settings. Chon kiéu in phu hop
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. Bio mat ban trinh chiéu

L
= Dung mat khau dé bao mat file trinh chi€u. File

bao mat co thé duoc bao mat theo nhiéu tuy
chon: chi cho phép xem, khong duogc stra; cho
phép xem va chinh sua file

= B1: Mo file can bao mat

= B2: Kich the¢ File/Save as

= B3: Kich Browse/Tool/General Options

= Password to open: mat khau cho phép md/xem file

= Password to modify: mat khau cho phép chinh stra file
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3 Xuat sang file *.pdf va *.ppsx

=
» Dé han ché chinh stra:
s Chon File /Save As / Chon vi1 tri Iuu tap tin / nhap tén
file
= Trong muc Save as Type ta chon kiéu file:
= * pdf: dé luu file dudi dang PDF

= * ppsx (Powerpoint Show): dé luu dudi dang file chay cia
ban trinh chiéu
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